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-« Purpass.  To establish policy for mail MANATEMSNT orocecures
Lertaining to bhis commard.

!

Cancellation. COMNAVRESRSDOCMREGII-NST 571815

2 dlzcussion. Feference (8] regvires each comeand to es-ablish
Standard Jperating Frogedures zelative to meil szrvices and
—aciliviss of the cormand. Kavsl Adir Station Joint Geserve Sase
(JREB; Fort Worth maintains znd operates the serving Military Zost
Cifice (MPQ; for Zts temant commands. Bz adchori zed oy reference
(2], official mail iz considered deliverec when received from tre
MZ2 by & person suthorized te open official mail for the command.
This cormmand will maintain an area for mail management Iuncticns
witnin Commani Services.

4. Cefinitions Responsibilitzss

2. OfZ7cia’ Mzil Manager, The Director of CoTnend Servicas
ig the Dfficial Mail Manzger (GMM). Tre OMM shal: mansygs 211
ostal procedures relating to the MPD with respect o MUy DosSTal
Tatter:s.

b. Mail Clerk. Assigned To the Command Services department,
the mail clerik's primsry duties zre ©o receive, deliver,
safegeard and route all efficial incoming and outgcing mail
tincluding guard wail] .

S. Mail Orderly. RI1 individusls asszigned to +he Commeand
Fervices department zhall hswe the collateral duty of mail
orcéezly.  They will be familiar wiz™ the cuties of the mail ~ierk
ant be zble to perfoom these cuties in hisfher shserce.

2. Reglistered/Certified M2il, Requirements znd authorization
cor uzse of registered znd certified mail zre established in
referernce (bl. The mail clexk shzll maintain and wse a PS Tomm
3817 Tor control of outgoing registersd and certzfizc mail.
Various departments within the command are rsguires ta prepare
al. neZcessary postzal Sorms prior to the mail clersx Ioeging L% on
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the F3 Form 3877. Zegistersd and certified mail received v this
command will bhe signed Zor st the MPO by the mail clerk/orderly.
fD0 Form 434 will be zsed if 3 chain of rpeceipt within the
comnsnd 12 necessary.

9. Exzpress Mail. EZszanliskad procedurss ang authorization for
sse I eXpress mail are contsined in references (b)) and {<). The
CHMM Tas the responsibility of determining the auzhcrization for
nse 0 pMpress msil,

-

f. Personal Mai-. Icgoming personsl mail wiil Se kept To a
minimum and will ke hand felivered, unopened. Eeasons for
porzonral mail to fe sent to this compand are:

2. MWNewly aszigned to the cormand;

. Living in the berracks awaiting permanent acusing.
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